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List of Purchase Orders – BI 
 

Proceed to: PortalReports  

Click on List of Purchase Orders 

 

Enter applicable search criteria, Click “OK” 
 

 
 
Report is executed 
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Select Column that needs to be moved, click and drag to where column needs to be moved to and release. 
– Reference PO Number moved to first column (Click-Drag-Drop) 
 

 
 
To remove a column, select the column and drag below “Free characteristics” or to empty area below 
report. (Click-Drag-Drop) 
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To add a “Free characteristics” select and drag to “Rows” area until a line shows up between the row one 
wants the data to be displayed 
 

 
 
Vendor was added to the first column and Vendor Plant was added after PO Item No. 
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Report is ready to export to Excel. 
 

 
 
 
Open or Save report 
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Saving a report Sample – Save – provide file name and file location to save the report and click “Save” 
 

 
 


